—wiveys of records made
recora systems designed

FILING COSTS NEED WATCHING
Before today’s purse-string holders approve

an iture for new i t, supplies,
ures or personnel, ﬂ uwsually weigh
the proposal . They want to know
what the cost will be, who will benefit, how
production will be affected; and quite kikely
will end by asking, “How much actual

will it save?”

To an ever-incressing extent management
mpb also are reviewing present possessions.
They inspect equipment, check supplies, exam-
ine procedures and test the persormel. Unfor-
tunately, even in firms that take these pre-
cautions, the reviewers usually bypass the
records room where the cost of operation
probably has soared like a ballistic missile in
recent years.

To Sﬁ aa accurate filing-cost picture, the

de t of Record Controls, Inc.
recently miade a study to discover the average
annual cost of maintaining one four-drawer
filing cabinet. Regardiess of the nature and
value of papers filed, that figure is $339.06.

Real estste boards, building managers asso-
ciations, office management associations, and
equipment houses supplied space, maintenance,
salary and equipment The resulting
averages, as shown in following bresk-
dow'n.nnbo-pdulbln'tforﬁgm:'z
annual costs per four-drawer cabinet

@

Space, 6.7 oq. ft. .50 per q. ft. . $23.45
Cabinet amortized over 10 yrs. ...0. 1050
Supplies .......cco0iieeiiiinens 34.51
Carrying charge .............c.0e 10.50
Mlzy'%.mmhrfou

Are. ciiiiireieiaiiieeaiens
Maintensnoe at §3.00 per »q. ft. . ... 20.10
Supervisory costs executive

planning time ............... 82.00

.06
Very often the chief cawso of these bigh
costs. is the lack of amy proper plan of reten
tion and destruction. In many current files
obsolete papers, duplicate copies, and tem-
porary co are occupying space
which should be reserved for genuinely cur-

rent reco 1e cost of retaining pa

so very high, few companies can afford to
hoard useless ones. By means of periodic mi-
croscopic inspections, efficiency in the records

the regional offices of the Gemeral Services
Administration stepe have been taken to solve
them. The following statistics tell clearly what
savings have been realised since 1950 through
ezaminations of records areas and a gen-
eral housecleaning program throughout the
country.

Ina year, 1952, by destroying worth-
less reco nearly 600,000 square feet of
storage space. were seleased. By 1956 the am-
nual release o office space rose from prac-
tically nothing to atmoet 400,000 square feet.
This weeding and destruction operation is a
continuing one which prevents the hoarding
of uscless papers.

'lh:‘bcle-nilg-out pm’l‘l;?h::l:) fﬁreetl much
fli inet space. i was
mﬂad in 1953-54 wthSdS,;l)O ﬁle‘:c:bm
were emptied. The- ectimated disposal for
will be about 300,000 cubic feet of records.

In ‘:'951. on the aversge, 0.79 ‘::.bica’fcd Io::
records occupisd one equare
spece. By the use of improved ?,Td and

ures thig figure rose to in 1957.
t is cotimated that a record of 2.75 will be
reached in 1958.

The cost foot of floor n

1951 was $0.35. The figure rose to s high of

cost per cubic foot of rocords fluctaated widely

over the six-year period betwoen 1951 and

1958. From $1.27 in 1952 it dwindled to

$0.68 in 1955, then roee to $1.03 in 1957. In

1951 the number of cubic feet per man-year

was 4,715 Tluggm i to 4,188 in
to 8,

1952, rose in 1 then dropped
10 6,320 in 1957

The cost per reference in government files
was $1.17 in 1951 and, improved
training and ures, ily to
a low of $0.52 in 1957, In 1951 omly 2,965
references were handled per but

Y
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o .

through 1956 the cost per cubke foot of rec-
ords destroyed rose from $0.65 to $0.92 but
fell in 1957 to $0.86.

The number of cubic feet of records de-
stroyed man-year in 1951 was 6,118.
The to 5983 in 1952, rose to
10,520 in 1953, then slipped to 6,601 in 1957.

Despite salary raises, the cost per cubic foot
of records administered fell from $1.35 in
1951 to a low of $0.639 in 1957. A still lower
figure, $0.631, is estimated for 1958.

e o o ey . b
o o i . ien to bri
about the savings outlined ve. All tyn;
of records have been examined. Their arrange-
ments, housing, rec;uired retention periods and
all other relevant factors have been carefully
studied. Procedures, personnel tnix:li:‘g'md
methods of purchasing have come under the
close scrutiny of the men and women who
aretryingtolomthecoﬂofkemlbe
nation’s records. What they have can
also be sccomplished in private industry, in
fact in your own office. next time you
walk into your records department look at it
and ask yourself, “Are our records costing
us too much?”

They probably are.
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